ASSESSOR CHECKLI ST:  ENVI RONMENTAL PROGRAM REQUI REMENTS
(revised 02/09/95)

The follow ng pages present the criteria fromthe "Environnenta
Program Requirements” in a checklist format. The | aboratory's
policies and procedures must neet these requirenents. Quality
system docunent ati on and supporting records nust be avail able for
t he assessor's review.

Before the assessnent, the laboratory is asked to conplete all of
t he unshaded docunent reference identifiers in the checklist's
second colum (Il abelled "Doc. Ref.") and place a tick mark in the
yes (Y), no (N), or not applicable (NA) space for each checkli st
item This serves to help both the | aboratory and the assessors
prepare for the assessment and nay save a significant ampunt of
assessnent tinme and cost. The appropriate "docunent reference"”
shoul d i nclude quality manual, |aboratory manual, SOP, etc.
references. The noted references should specify procedure nunber,
page nunber and section nunber, if possible, where each checkli st
itemis addressed.

Assessor Instructions: Review the | aboratory's docunmented quality
systemto verify conpliance with the applicable Environnmental
Program docunent ati on requirenments. Assess to verify that the
docunented quality systemis indeed inplenented as descri bed.
Record conmments related to any requirenment on the space provided.
Assess the | aboratory's technical conpetence to perform specific
tests or specific types of tests. Record comments related to
tests on separate sheets and/or on the draft scope(s) of
accreditation. All deficiencies nust be identified and expl ai ned
in the assessor deficiency report.

Laborat ory Nane: City:
St at e:

Personnel Information (Nanes, Titles, and Responsibilities):

Techni cal Manager:

Qual ity Manager:




Key Technical Staff and Their Uni que Capability*:

* A "key technical staff person" is anyone whose absence or
departure would reduce the | aboratory's conpetence to carry out
one or nmore specific tests.
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Envi ronnent al

Program Requi renments -

Checkl i st

1994

Requi r enent

Conpl i anc
e

Y | N| NA

Docunent
Ref er ence

Comment ¢

4E ORGANI ZATI ON AND MANAGEMENT (No Additi ons)

5E QUALITY SYSTEM AUDIT AND REVI EW

control (QO

5E.1 The laboratory shall conply with the quality

procedures required by applicable

federal or state environmental or public
heal th agenci es when testing for specific
anal ytes.

The | aboratory shal

have QC procedures (SOPs) specific to

each test technol ogy addressing, as appropriate, the use
of :

5E. 1.1 Reagent/nmethod bl ank anal yses

5E. 1.2 Trip blanks and field bl anks

5E. 1.3 Replicate/duplicate anal yses

5E. 1.4 Spi ked sanpl e anal ysis

5E. 1.5 Blind sanples

5E. 1.6 Surrogate standards

5E. 1.7 Laboratory control sanples (LCSs)

5E. 1.8 Control charts or the equival ent
(e.g. qual ity control database)
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5E. 1.9 Calibration standards, blanks and
calibration devices (e.g. electronic
conductivity neter, NI ST- traceabl e
t her nonet er)

5E. 1.10 Reference material sanples

5E.1.11 Internal standards

5E. 2

The | aboratory shall conply with the foll ow ng
Control practices:

Qual i

5E. 2.1 The |aboratory shall continually
eval uate its performance (system process
control) for each nethod and matrix which
includes the determ nation of
accuracy and precision.

5E. 2.2 Supervisory personnel shall conduct
a docunented revi ew of the data
cal cul ations and QC results.

5E. 2.3 (A) Deviations or deficiencies in
QC shal l be reported to managenent and
such reports shall be docunent ed.

(B) QC data shall be retrievable for all
anal yti cal results.

5E. 2.4 Method detection limts (MDLs) shall

be determ ned and docunmented. (NOTE:
Confirmation of MDLs shal |l be done as
appropriate or as required by t he net hod)
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5E. 3 Acceptable performance limts for analytical
instrumentation as well as each method shall
be docunent ed based upon the continuing
statistical evaluation of data generated by
the analysis of quality control sanples,
unl ess specific mninmum acceptance limts are
established by the nmethod.

5E. 4 \Where applicable, the follow ng mnimum QC shall be
practiced in the |aboratory:

FOR | NORGANI CS/ CLASSI CAL CHEM STRY

Note 1: Analysis of a |ow concentration or near MDL
(2 to 3 tines MDL) standard with each batch of 20
sanmples or less is reconmended to assess anal yti cal
system performance near the MDL (required in CLP SO\
for nmetals when client needs results near MDL).

Note 2: A batch includes up to 20 sanples plus the
attendant QC sanpl es unl ess ot herw se specified.

5E.4.1 One calibration check standard and

associ at ed bl ank in 20 sanples tested; the
| ab shoul d repeat anal ysis of all
affected sanples if the calibration check

standard is outside +10% of expected val ue
unl ess the nmethod specifies otherw se

(br oader acceptance ranges nust be

fully justified and docunent ed) .
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5E. 4.2 One reagent, nethod or digestion
bl ank (carried through preparation)
in 20 (or per batch).

5E. 4.3 One matrix spike in 20 (or per
bat ch) .

5E. 4.4 One duplicate or matrix spiked
duplicate in 20 (or per batch).

5E. 4.5 One laboratory control sanple in 20
(or per bat ch) .

FOR ORGANI CS

Note: Analysis of a spiked blank water or soil (LCS)
(sodium sulfate or silica sand for organics) which is
subj ected to ALL extractions and cl eanups with each
batch of 20 sanples or less is recommended to eval uate
anal ytical system performance (CLP Statenent of Work
(SOW requires analysis of an LCS).

5E. 4.6 One calibration check standard in 20

sanpl es (or method-specific frequency)
i nside established control limts; if
any are outside the linmts, repeat anal ysi s

of all affected sanples.

5E. 4.7 One reagent, method or preparation
bl ank (carried through preparation) in
20 (or per batch).

5E. 4.8 One matrix spike in 20 (or per
bat ch) .
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Comment ¢

5E. 4.9 One duplicate or matri x spi ke
duplicate in 20 (or per batch).

5E. 4.10 Internal or external standards and
surrogates (where avail able) shall
be used for all sanpl es.

5E. 4.11 As required by the nmethod, one
| aboratory control sanple (consisting of
a representative matrix spiked with a
reference standard containing the
target analytes) in 20 (or per batch).

5E.5 The laboratory shall establish control limts

for all the above types of QC sanpl es and be able
to explain and docurment the basis for
such established limts.

5E.6 Control charts or control data shall be used
to track | aboratory performance with the
associ ated acceptance |imts for each
matrix and to eval uate instrunent
per f or mance.

5E.7 (a) The laboratory shall docunent,
investigate and take corrective action for all
epi sodes where the QC data shows an
out - of -control situation.

(b) The laboratory shall keep records of all
out-of-control events, the determ ned cause(s)
and corrective actions taken.

F: \ WP\ MAN\ CHE\ ENVPROG. CHE022395



Requi r ement

Conmpl i anc
e
Y [ N[ NA

Docunent
Ref er ence

Comment ¢

(c) Al reported data froman out-of-contro
event shall be appropriately qualified.

BE.8 Interfering substances. See 10E.8

6E PERSONNEL

6E.1 (a) The technical nmanager (however naned)
shal | possess a four year college degree from
an accredited educational institution in
chem stry or a related science or
equi val ent and have at |east 3 years of
non-acaden c | aboratory experience.

(b) The technical manager shall be on-site at
| east 50% of the tine.

6E.2 (a) The quality manager (however naned) shal

possess a four year college degree from an
accredited educational institution in a
basic or applied science or equival ent
and have at |east 1 year of non-academ c
| aboratory experience and training in
statistics.

(b) Alternatively, the quality manager can
have a coll ege degree in other than the basic
or applied sciences, with at |east 4 years of
non-acadenm ¢ anal ytical chem stry experience
and training in statistics
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(c) The technical manager may al so function
as the quality nmanager so |ong as he/she does
not act in the position as the sanple

anal yst/techni ci an anal yzi ng the sanples or
act as the i mmedi ate supervisor of the

anal yst/technician involved with the analysis
of the sanples. The quality nmanager nmay be
enpl oyed by the | aboratory on a part-tinme
basis or as a consultant.

6E.3 (a) Persons in each senior technical position

shal | have a bachelor's degree in a rel evant
scientific field or equival ent
experience.

(b) At |east one year of non-acadenic
experience in relevant analysis is required

(c) Successful training in specific nethods
used in the | aboratory shall be verified and
docunented as performance eval uations using
reference/control materials of the matrices of
concern.

(d) Proficiency testing results nmust be
docunent ed.

Persons filling the follow ng job functions nust neet the
associ ated mi ni num experi ence and training requirenments:
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6E. 3.1 |Inductively Coupled Pl asma- Em ssion

(1CP) Spectroscopy: One year
experience with satisfactory conpl eti on of
a short course on ICP or an equival ent i n-

house training course.

6E. 3.2 Flanel ess Atom c Absorption
Spectroscopy: One year with
satisfactory conpletion of a short
course on graphite furnace atom c absorption
(GFAA) or an equival ent in-house training
cour se.

6E. 3.3 Flame Atomi c Absorption (FLAA)

Spectroscopy: One year with satisfactory
conpl etion of a short course on FLAA
or an equival ent in-house training

cour se.

6E. 3.4 X-Ray Fluorescence (XRF)
Spectroscopy: One year with satisfactory
conpl etion of a short course on XRF or an
equi val ent i n-house training course.

6E. 3.5 Gas Chronmat ography: One year with

satisfactory conpletion of a short

course on basic GC or an equival ent in-
house training course.

6E. 3.6 Mass Spectronetry: One year with
sati sfactory conpletion of a short
course on basic GC or an equival ent in-
house training course.
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6E. 3.7 Mass Spectra Interpretation: One
year with satisfactory conpletion of a
vendor's training cour se,
prof essi onal sponsored short course, or

equi val ent i n-house training course

6E. 3.8 GCeneral Chemi stry and
Instrunmentation: Six nont hs.

6E. 3.9 Field Testing: Six nonths.

6E. 3. 10 Sanple Collection: Six nonths.

6E. 4 (a) Analysts/technicians shall have conpl eted

a trai ning course (or an equival ent in-house
course) in relevant anal yses and have
denonstrated ability to produce reliable
results through accurate analysis of reference
materials (Rvs), proficiency testing sanples
or in-house quality control sanples.

(b) Their performance nust be docunented.

(c) Junior staff (nondegreed personnel with

Il ess than 3 years rel evant experience) nust
wor k under the direct supervision of the
techni cal manager, or under the supervision of
a senior technical person described above or
under the instruction of an anal yst/technician
who has performed successfully over a period
of three years in the relevant anal yses using
the sane technol ogi es being applied for the
anal ysis of environnmental sanples
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6E.5 The | aboratory personnel nust conmply with the follow ng
m ni mum | evel s of experience required for independent
operation:
6E. 5.1 Sanple Preparation: 3 nonths per
met hod used.
6E. 5.2 Routine Sanple Analysis: 6 nmonths
per net hod used.
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the follow ng conditions are net:

6E. 6 Anal ysts/technicians in training may perform work on
sampl es submitted for environmental analysis as |ong as

6E. 6.1 They have denonstrated the ability
to produce reliable results through
accurate anal ysis of RMs, proficiency
testing samples or in-house quality
control sanples

6E. 6.2 Their inmedi ate supervisor or
instructor is readily available in their
wor k area when they are preparing and/or
anal yzing the sanpl es

6E. 7 The | aboratory shall have docunented evi dence

contained in their training records of proficiency
of all personnel for each test method or
activity perforned on the matrices of
concern.

7E  ACCOVMODATI ON AND ENVI RONMVENT

7E.1 In order to prevent contam nation of sanples or
standards, the |aboratory shall:

7E.1.1 Use distilled/dem neralized water
that is dermonstrated to be free of
interferants at applicable detection
limts.
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7E.1.2 (A) Check and record the
conductivity of distilled/ dem neralized
wat er at | east once a week using a

calibrated conductivity neter which is
external to the water system

(B) The point of water collection shall be
froma frequently used access point

7E. 1.3 Exhaust hoods shall be vented in
such a manner to prevent cross
contam nation of sanples and equi pnment .
(Exanple: The hood outlet of the organic
extraction | aboratory should not be near the

air intake for the volatile organic
| aboratory. Evidence can be obtained by
exam nation of |aboratory bl anks for

cont am nation.)

7E. 1.4 Provide sanple storage facilities

whi ch prevent cross contamni nation of
samples with st andards, solvents
or reagents. See Section 1l1E. 4 of this

criteria. (Evidence of conpliance may be
obtai ned through the exam nation of storage

areas, or t hrough the use of |aboratory

st orage bl anks, travel /trip bl anks
or other blanks stored with

sanpl es.)
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7E.2 (a) Each |aboratory shall have a safety and

chemi cal hygi ene plan (see OSHA rule 29 CFR 1910)
as part of their standard operating
procedure

(b) \Where safety practices are included as
part of an approved nmethod, the practices
shall be strictly foll owed.

(c) Wiile nore specific safety criteria are
not an aspect of this accreditati on program

| aboratory personnel should apply general and
customary safety practices as a part of good
| aboratory procedures.

7E.2.1 The |aboratory shall have toxic
chemi cal handl i ng areas consisting of
i mpervi ous, non-reactive materi al covered
with absorbent materi al

7E. 2.2 Exhaust hoods for personne
protection shall be provided (see 29 CFR
1910. 1450, Cccupati onal Exposure to
Toxi ¢ Substances in Laboratories and
ANSI / Al HA Z9.5-1992, Standard for Laboratory
Ventil ation).

7E. 2.3 The laboratory shall have procedures
and facilities for handling materia
that may transmt infectious agents (see
NI H 88- 8395 or equival ent).
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7E. 2.4 Reagents, corrosives, explosives,
oxi dant s and fl ammabl e sol vents shall be
stored appropriately (see OSHA rule 29 CFR
1910. 1450).

7E.3 (a) Each |aboratory shall have waste

col | ection, storage and di sposal procedures and
policies (reference: 40CFR 261,
262 and 264) as part of their
standard operating procedures.

(b) Where disposal practices are included as
part of an approved nmethod, these practices
shall be strictly foll owed.

(c) Wiile nore specific disposal criteria are
not an aspect of this accreditati on program
the | aboratory should apply appropriate
federal, state and |ocal disposal practices as
a part of good | aboratory procedures.

8E EQUI PMENT AND REFERENCE MATERI ALS

FOR ANALYTI CAL BALANCES/ PAN BALANCES

8E.1 Analytical balances shall be capabl e of
wei ghing to 0.1 nyg.

8E. 2 Records of balance calibration shall be kept

covering at least the effective range of its use
traceable to Class 2 or 3 (per ASTM E617)
reference weights (formerly classified as
Class S and S-1).
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8E. 3

Records showi ng functional/calibration checks

for each day of use for analytical bal ances and

mont hly for pan bal ances shall be

mai ntained. (Note: Criteria for the
accuracy of bal ances nust be established
ASTM E200- 91 recommends an accuracy of
0.1% or less.)

8E. 4 The bal ances shall be serviced and calibrated
at | east annual |y by an authorized person and a
certificate shall be provided and
retained identifying traceability to an
appropriate national/internationa
measur enent standards body, such as the
Nati onal Institute of Standards and
Technol ogy (NI ST).
8E.5 The reference weights shall be calibrated at
| east every five years
FOR pH METERS
8E.6 The laboratory shall use a clean pH nmeter with
appropriate electrode with scal e graduations
at least 0.1 pHunit (calibrated to 0.1 pH
unit for each use period).
8E.7 Either a thernmoneter or a sensor for
t emperature measurenent to make corrections for

pH measurenent or an autonmtic
conpensation device shall be in
use.
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8E.8 Either a magnetic, TFE-coated stirring bar or
a mechani cal bar with inert plastic-coated
inpell er shall be avail able.

8E.9 (a) Records shall be kept show ng daily, or
before each use, calibration, whichever is |ess
frequent.

(b) Calibration shall be performed with at
least two buffers in the pH range expected in
t he sanpl es.

8E. 10 Aliquots of standard pH 4 & pH 7 or pH 7 & pH
10 shall be used only once.

FOR CONDUCTI VI TY METERS

8E. 11 A conductivity neter with an error not
exceeding 1% or 1 mcromhos/cm whichever is
greater, shall be in use.

8E. 12 Records shall be kept to show a daily, or
before each use, calibration check, whichever
is less frequent.

8E. 13 Records shall be kept showi ng that the cell
const ant is determ ned annually.

FOR GLASSWARE
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8E.14 (a) dassware shall be cleaned in a manner

appropriate for the anal ytical procedures for
which it is used including
protocols for: metal s, ammoni a,
phosphorus, volatiles and sem -
vol atil es.

(b) These cl eaning procedures shall be
docunent ed.

FOR REFRI GERATORS

8E. 15 The bulb of the thernmometer in each
refrigerator shall be imersed in |iquid.

8E. 16 Thernmonmeters shall be graduated in increnents
no | arger than 1EC.

8E. 17 Records shall be kept to show that
refrigerator tenperatures are maintained in the
range of 2-5EC
+ 1EC.

8E. 18 Sanples to be analyzed for volatile organic
conmpounds (VQOCs) shall be stored in separate
refrigerators fromall other sanples.

FOR OVENS

8E. 19 Thernmoneters shall be graduated in increnents
no | arger than 1EC.
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8E. 20 |If oven tenperature cannot be read wi thout

openi ng the door, the bulb of the thernoneter
shall be imersed in a sand bath.
(A second thermonmeter should be
used to eval uate hysteresis of
operation.)

8E. 21 Oven tenperatures shall be controlled and

monitored (e.g. beginning and end of each use
cycle) to neet applicable nethod
requirenent.

FOR M CROMAVE OVENS

8E. 22 The calibration of the power available for

heati ng shall be docunented at |east weekly in
order to determine that the mcrowave has
not started to degrade and that absolute
power settings (watts) may be conpared
fromone m crowave to another. (EPA
600/8-91/213; NTIS PB92-114172)
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FOR HOT PLATES

pl ate,

8E. 23 Monitor tenperature at the center of the hot

where appropriate, and docunent results.
(Note: An uncovered beaker containing 50
mL of a liquid such as an oil located in
the center of the hot plate can be used
to estinmate the tenperature.)

FOR | NCUBATORS/ WATER BATHS

8E. 24 Method specific tenperature requirenents

cal i brated

shal | be controlled and nonitored during the
course of a test and appropriate records
maei ntai ned to assure conpliance.

FOR THERMOVETERS

8E. 25 The | aboratory shall have access to a NI ST-

traceable thermoneter.

8E. 26 The calibration (correction factors) or

wor ki ng liquid-in-glass thernoneters shall be
checked at | east annually against a NI ST-
traceabl e certified thernmoneter.

8E. 27 The calibration (correction factors) of dial-

type thernoneters shall be checked at | east
quarterly against a N ST-traceabl e
t her nonet er.

8E. 28 The NI ST-traceable thernometer(s) shall be

at | east every five years

FOR AUTOPI PETORS/ DI LUTORS
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8E. 29 Apparatus having sufficient sensitivity for
the application shall be in use

8E. 30 Records shall be kept showi ng that delivery
vol unes are checked gravinetrically, as
appropriate, each nonth of use

9E MEASUREMENT TRACEABI LI TY AND CALI BRATI ON

9E.1 Quality control materials and calibration

standards that are traceable to appropriate
national /international neasurenent
standards shall be used, where avail able

9E. 2 The frequency, conditions and standards used
to establish calibration of al
anal ytical /testing methodol ogy shall be
docunent ed.

9E. 3 AlIl working standards shall be verified versus

primary (reference) standards, where avail abl e,
and this verification shall be
docunent ed.

9E. 4 The traceability of the specific calibration
calibration check, control, or reference
standards, sanmples, or mxtures of such
standards or sanples used to establish or
verify the validity of the analytica
neasur enent shall be docunent ed.
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9E. 5 Reference material s/reagents shall be |abel ed

with concentrations, date of preparation,
expiration date and the identity of the
person preparing the reagent.

9E. 6 Refrain fromusing any material beyond the

specified expiration date unless docunented
procedures have been followed for
assigning a revised expiration date.

9E. 7 Standards preparation docunentation, such as a
preparations record book, shall be maintained.

9E. 8 (a) Instrunment performance checks shall be
carried out before use for analysis of sanples.
(b) Such checks shall include, as

appropriate, evaluation of instrunment
sensitivity, noise |evels and

absor bance/ em ssion | evel s versus historica
val ues.

(c) Acceptance criteria shall be stated

9E.9 (a) Standard curves shall be prepared to
adequatel y cover the expected concentration
ranges of the sanples using a
m ni rum of 3 data points for each
anal yte and one bl ank, unless
ot herwi se specified by the nethod
enpl oyed

(b) Acceptance criteria shall be stated
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(c) If acceptance criteria are not met, then
resol ve the probl em before generating
reportabl e data

9E. 10 (a) Field testing devices shall be
calibrated as required by the testing procedure

(b) Acceptance criteria shall be stated

(c) In the absence of a requirement in the
testing procedure, calibration shall be in
accordance with the manufacturer's

speci fication.

(d) Calibration records shall be naintained

10E TEST METHODS

10E.1 Docunented procedures shall exist for making

and controlling revisions to in-house SOPs (use
revised SOPs only after witten authorization
by senior technical personnel).

10E. 2 Docunented procedures shall exist for data
col l ecting and reducing, reporting and record
keepi ng.

10E. 3 Docunented method performance procedures
shal | exi st to apply at appropriate |levels of
all measurenment systens.

10E. 4 Docunented procedures shall exist for
verifying test reports.
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10E.5 Docunented procedures shall exist for
correcting erroneously reported results

10E. 6 Analytical standards shall be prepared at a

frequency consistent with nethod requirenents and
good QC (frequency is a function of
concentration and type of matrix;
general ly, the |ower the concentration
the | ess stable the standard).

10E. 7 Methods shall be specified and routing

anal yses performed for checking all solvents and
reagents used for dilutions and
extractions.
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10E. 8
or

SOPs shal |l exist for test nethods supplying
referring to informati on addressing the
foll owi ng areas:

(a) Interferences

(b) Saf ety Consi derations

(c) Appar at us and Equi prent

(d) Reagents and Supplies

(e) Sanpl e Preservation and Storage

(f) Sanpl e Preparation

(9) Instrument Calibration

(h) Quality Control Procedures

(i) Detai |l ed Step-By-Step Procedure

(j) Sanpl e Cal cul ati ons

(k) Met hod Performance Criteria
(accuracy and preci si on)

10E. 9

(a) Acceptabl e nmethodol ogi es shall be

fol | oned.

(b) Procedures published by federal agencies
(e.g. USEPA, NICSH), nationally or
internationally recognized technical
authorities or other validated procedures may
be acceptable to use once the |aboratory has
denonstrated adequate performance with the
met hod for each particular matrix.

(c) Alternative procedures and/or
nmodi fi cations of methods may be used if they
have been EPA or State approved.

10E. 10 Eval uate net hod perfornmance in the foll owi ng ways:
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10E. 10.1 Linear calibration ranges (or
wor ki ng calibration ranges) shall be
establ i shed and routinely verified

for each nethod

10E. 10.2 Method detection limts (MDLs)

shal | be established and statistically
verified at |east annual | y where
appropriate for each nethod and matrix of
concern.

10E. 10.3 For nethods with stated MDLs, the
| aboratory shall denobnstrate and
docunent its ability to achi eve such MDLs

10E. 10.4 MDLs shall be determ ned using
procedures publ i shed or recogni zed by
USEPA. An exanpl e of an accept abl e
recommended procedure is in 40 CFR Part
136, Appendi x B

11E HANDLI NG OF TEST SAMPLES

11E.1 Adequate written procedures nust be witten
for recei pt, storage and processing of sanples
(including, as applicable, trip and field
bl anks) to ensure that holding tinmes are net.

11E. 2 Sanpl es must be given an unanbi guous sanpl e
identification when | ogged in.

11E.3 Permanent records for sanple |log-in data nust
be mai nt ai ned.
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11E. 4 Sanples nust be stored in such a way as to
maintain 6 their identity, integrity, stability and
concentration (see Section 7E. 1).

11E.5 Sanple preservation records nust be
mai nt ai ned.

11E. 6 Appropriate docunented chai n-of - cust ody
procedure shall be followed, when required

11E.7 The | aboratory shall docunent failure of

sanpl e coll ector to use appropriate containers
preservatives, packaging and incorrect
docunent ati on and | abel i ng upon recei pt
of sanpl es.

11E. 8 Sanpl e disposal nust neet waste di sposa
criteria as applicable. (See Section 7E.3)

12E RECORDS

12E.1 All observations and cal cul ati ons shall be
recorded in a permanent manner (such as
| aborat ory not ebooks,
pro-forma work sheets or magnetic nmedia) at
the tine they are made and the units of
nmeasurenent in which observations are recorded
shal |l be stated

12E.2 Original records shall be uniquely identified
and traceable to the test itens to which they
refer and to any test reports based on them
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12E. 3 Records shall be traceable, retrievable and

| egible and shall include sufficient information
and expl anation such that they can be
readily interpreted by staff other than
those responsible for their generation.

12E. 4 Records shall contain sufficient information

to permit identification of possible sources of
error and to permt, where feasible and
necessary, satisfactory repetition of the test
under the original conditions.

12E.5 Records shall contain sufficient details of

any significant departures fromtest
specifications or other specified procedures
including authorizations for such departures

12E. 6 Records shall be checked for data
transcription or calculation errors and the
checks shall be docunented

12E. 7 Records shall identify the person or persons
responsible for their creation and the date of
such creation and the person(s) checking data
transcriptions and cal cul ati ons and the date
of such checking

12E.8 Corrections or anmendnents to test records

shal | be made in a manner that does not obliterate
the original data and are signed or
initialled and dated by the person
responsi bl e.
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12E.9 A list of all staff docunmenting their
initials and/or signatures as used in docunents
such as | ogbooks shall be
mai nt ai ned.

12E. 10 (a) Test records shall be protected from

| oss, damage, m suse or deterioration and shall
be retained for an appropriate period in
a manner that permts retrieval when
required.

(b) Test records that are created and/or
retained on magnetic nedia (e.g. conputer
di sks) or photographic nmedia (e.qg.

m crofiche) shall be stored in a manner that
protects them fromthe hazards that degrade
such nedi a.

(c) Provisions shall be made for the printing
of such records when required.
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13E CERTI FI CATES AND REPORTS (No Additi ons)

14E SUB- CONTRACTI NG OF CALI BRATI ON OR TESTI NG (No Additions)

15E OUTSI DE SUPPORT AND SUPPLI ES (No Additions)

16E COWPLAINTS (No Additions)
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